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Records serve as the memonx Tunctinn of an office, They record
the history, policies, programs, procedures and administrative
experiences of an organization. The im-ortance of records does

not need to bte emphasirzed, It is obvious that information
accumulated in the records‘qf an organization, puiilic or private,
is essential to its eff: 01ént and continued operation. Whether

an office maintains a large voluse of records ~r meraly a few
drawers of them, thexr shon 1d ve kept in snch a manner that persons
can readily obtain them \len needed in connection with their acti-
vities, In addition, the records of an office should remain usable
regardless of personnel or orcanizational changes, It is necessary,
therefore, that some orranized plan be vsed for iling material

so that a key to the records will always be availa®le and the

file arrangement will bé understood by all persons who need %o

use the:a,

The purpose of this manuval iﬂ to provide emnloyees of the Central
Intelligence Agency who may ‘have the responsibility for filing
or f*nannp corresponcence recordq, with a basic nlan for their
orderly #rrangenent and maintenance., The use of this basic plan
throughout all offices of Lho Agency will increase the adninistra-
tive usefulness of our recordq, avnedite the disposition of records
when .no longer needed; assure the preservation of reacords having
permanent value; and glmnlﬁfv the training of employees,

Every effort has been, and dLll continue %o he made, to make this
plan a practical and usable tool. Houwever its successfwl operation
will depend uron the c:mplpﬁn cooperation »f all employvees concerned
with the maintenance, use and disposition of the records of the
Agency.

IT TYPTS OF FILTS “AINTATHFD OV nfmc;u RECITDS

A.

The official records of +h¢ A;e cy shall ve prepared on yellow
paper and shall e ¢lassified in accordance with the subjects
contained in the Tile tanual; they shall be filed in the SUFJACT
FILE.

THR STOJTCT FILE

This file shall consist of incoming correcpondence, memoranca,
telegrans, reports and other official papers, yvyellow copies
of outgoing communications, and appropriate subject cross
reference forms,

The Subject File is the 0r1n<Lha1 file in any records facility.

It is established and malnt41ﬂed for the purpose of systematically
collecting and holding availarle for ready reference data needed
for the transactlon of everyday business, In addition, the
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contents of this file is duqunlhary evidence of how and why
the office carried out iLP day to day activities,

‘ ( .
The qn}*ﬂrt File is arrangnd t> confora with the File Manual
in that the subject de;xgna ions are nla(cd on the folders
Just as they apoear in the sub jﬂct 1lis The folcdars, likewise,
are slaced in the file draenrb in this exatt manner and se-
quence, Guides should Ve used for primary su- Jects; use addi-
tional jzuides §n13 as needed -~ just suf ficient in mwmber to
serve as guide posis to aid in placing record —aterial in Lhe
folders,
The Jubject File shall be mal nfawnvd for a definite filing
perlod of one wyear, At tn end of this period, the existing
Subject File will he closed and new folcders preJarPd This
will facilitate cicposition at a later date,

B, CASE TILTS

A Case Tile is a colloct'qn of papers relating 4o a particular

person, place or transaction grovped together in nne folder,

Thesa “pPClal caseg or foﬁa rs are flled alphabvetically by

nane of company, individual, itewm, etc., or nureriually, which-
ever 1s appropriate, in Yacn of *bo zeneral folder of like subject,

Chronolorical order houlq ve ralrdained ﬁJLH n the folder;

latest date on ton. Secy ne all material in the folder ﬂ*th

Acco's or other a~pr0prm;te fasteners,

FILW CLATTIRTCATION OLAlN

A, DFSCRIPTICH

The file classif{ica“ion plan adopted for use in this Amency
is known as the Subject-lz:eric System of Clas~ificalion and
Filing. In this systen hhc main deriznations under which
records are clasciflied a d Til=d are actual 1drnt1f31n words
used as sublect matter c: tnuor'es, Jith sutdivisions of these
categories assigned numerzls, Primary subiect categories are
listed in alphaJctlcal oracr with related subjects grouped

as subdivisions of the sripary sutjects, The surdivisions of
nrivary cublects are assigned numerals t- reduce time and
effort in marklnw rat Prwal for filing., For exa ple:

(Primary Subject) ACCOTITING 1052
(Secondary Subiect) L Accounts Current
(xertiarv Snu*ec+\ 1-1 Depositories
(Primary Subject) APROCRTATIONS 1972
(»Pcondarv Subject) 1 Al$otments, Apportionments

Adcéitional sutdivisions of secondary ard :~r+1&r3 subjechts may
be accorplished by the us» of a dash and anoiher n'meral,
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B. CLASAIFYTNG PA TRS FOR 7 TI.f“

i .
The process of ¢lan =1Fv1 . Jﬁvolves the analys’:s of corres-
~ pondeice or sther dncnwen?q to determine the suhject vy which
- 1% ghould te filed, and the flanwng of file dec’snations on
the watarial to show Jhur” it should be placnd in the file,
4J .
1, Importance Of The Process

Ty
E

Papers receWWed for c1a351fying and filins may cover 8
wide variety of subjects,  Also, a numb

ar of vapers ine
volving one pa rtﬂcular su\ject may be irtermingled with

¢ those of other subjects. The file classification plan
is designed so that all of the papers on related subjects
will be congl stentl and locically broucht together in the
files, llowever, sonnd judjerent and careful attention
must be given to the erocedures which follow if the classt
fication procees 1s tn be acconplished satisfactorily.
Your ahility to locate papers promptly after they are
£iled will cdepend 1ur[°1y uvon the care you use vhen
classifyxng naterial Hefore it is filed,

2. The Classificati or er(en'ze

a, Read and aralv . the correspondence or otheT material
to determine t“e ostlnutsﬁandln” or “rominent sube
ject, that is, 'the sub3ect by which the papers will
most likely be requested,

b, Refer cirectly to the subject list or index of the
classification guide arc select the anpropriate file
designation in the followirg manner: (1) Determine
the apyropr~ate nrimary subject category, cuch as
TRAVFL, PERAONT., etc, Tor erample, a letter con-
cernin" recruitiont of personnel would fall under
the Urimarv sulject DPERAONITL,  (2) Select the
appropria+e vundlvns’nn under the primary subiect,
if any., For example a letier concerned with ‘udwef
estimates wnv;é te clascified by the secondary sub-
ject "Mudget Tstimatas", a subdivision of the primary
subject ATPROY PIATIONG,  If no appropriate subdivision
of ths primery’*uh4ect has been provided, the primary
subject 1teelf is nsad as the file designation,

c. OStamp or "P4te tha ! 1~ ee”'gnanuon in the upner
right corner oT the subject file cony (vellow tissue),
or in the sane pothlon on ary inconine corres nnndence
which did rot require a revlz. (See 7xhitit 4 Tor
sanple of clas snfled Mdter*al

d., If a document Yaa one or ore additiohal subiects by
which 1t i2 ik ely to be regnested, select the appro-
priate file Sesis nation and stamp or write it directly
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a

: ‘ beneath the fi}e deqlpnat;on already shown for the
S ‘ . main, most prominent svbject, In such instances, an
X should be placed at the left of the designation to
indicdte that = crosq reference is required as follows:

- - . x PERSQNNEL 17
. i oo i : X SFC‘?EFYY ?

2. TIn those 1nqtav093 whare Case Piles are ﬂstabliahed
or further detailed subdivision of & sutject in the
Subject List is required, write the name of the Cor-
‘paﬁy, peraon, product, nuwnber, area, or detalled
Subject by which the papers will be identified, directly
after the file des$gnat10n, as follows:

BUILDINGS & G?OVNDS 1 (Bu:ldlng )

£, 'hen reading maéerial to determine what files designation
to use, if you £ind that there has been previous corres-
pondence on thetsame transaction, you should see that
the earlier papers are teken from the files so that
. , thev may Le coneolidafrd with the later cor1°qnanﬂ~nce.

3. Halgfﬁl Hints To Tho Classifjer

13

a, while some anaivrwcal ability is desirable, the knack
of noticing es ser+:h1 key phrases and ideas in corres-
pondence helps ¥ 1 to readily select the correct file
designations, However, there will appear from time
to time, corrornondence and other pansrs, the subject
of which is not easily determined, Tn such 3nqtarces,
it is helpful *ﬁ congider the correspondences in this
mann@r~ Tthy was it written - what reason was there
that Drompted tha writer to prepare it?" Usually it

o will be found tbat the purpose for writing suggests

. the subject uncer whlch it should he filed

b, It is helpful aﬁ times to refer to previous corres-
pondence alread* on file to verify a tentatively selected
file des? gnatlor.

c. In ymusual caq»ﬂ the subject of correspondence is so
extremrly vague that it is difficuvlt to determine the
proper file dn Jgnatzor. In snch cases, no hesitancy
should he felt in going to the dictatsr or other
authoritative sources to ohbtain a ~Lfficiently clear
conception of i1he subject matter to enalle you to
properly classify the material, This extra effort
will pemmit ~wore accurate filing ard facilitate finding
papers., ' '

d. The sybject 1in¢ frequently-appearing arove the bLody
of corresponqerCe stould not be relied upon too heavily
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in determining tﬂe subject, under which the correspondence
shovld be filed. It may be vaﬁue, misleading or even
rempte from the Teal aubjoct of* the correspondence con-
cerned.

e, Persohs responsi%le for classifying a~d lelng records
should study the organizational and functional struc-
ture of the Agency ard keep currently informed regarding
policies, nrocndures, programs and projects,

IV CROSS mercw

"
S

Vi

, The use of anpropriate cross references in the file can te zn

~an wnvaluable aid in loc%tﬂng material guickly when needed,
Care should be takpn, howuver, to avoid making and filing un-
necescary Cross r»ferencas. For those documents which you
have decided have one or more a@dltlonal prominent or less pro-
minent Qu.bjects of eufficnent importance to help as finding
aids, vou should prevare a fross Reference, (See sawple "ross
Reference as shown in Exnﬂnlt 2.

v FILIVG<QD?'mf,RDS

ASSTMBLING AND FARTWRING TUW i41WRS

After correspondence and documents are marked with the cor-
rect filipg d951gnatlon, they should be properly assembled
and fastened. Correqoondence of the earliest date should

be nlaced on the bottom with the material of later date
arranged in order dﬁth the later date on top. The papers ,j
should be fastened wjtp staples in both wpper corneps, If
the file is too fhick for staples, use prong fasteners, N

PLACTHG THE "ATFR_AL IN TH F'ILPQ

¥hen materlal has beeﬂ properly marked and avsembled, you
should arrange it in ai habetical order by primary subject
in order to facilitate putting it away, Place each file
in the proper folder '1th the left side of the material
down. The nieces of qpt~rzal Wwithin the folder should be
arranged so that the latest date will be in front, unless
conditions requlze some nther order, If successive folders
containing mater~31 an the same subject are necessary, the
folders containing thn latest dates should he kept in front

of the others, ‘ateripl should not be fastened in folders
except in case files,

CHARGIRG=-CTT RFCORDS

To insure proner use of records, to prevent their loss and
rmisplacement and to keep informed at all ti~es of the location
of records, it is necessary to maintain control of all material
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withdrawn from ghe fllsa. This control is accomplished through
@ charge-out system° Inélviduals to whom records have been

charged should be held r~spon ible for their custody and prompt

‘ return after thg recordq hdve served their pursose,

EWOHWJRWFPDML WFW@FMU’WV SUBJECT FILE

Fach time s record i3 removed from this file, a Charge-out

i Form No, semr+xhr¢rb4}} should be filled out and placed
- in the foIE“r in the exact pesition fron which the material
‘was removed, ‘“hen the charged record is returned to the

files, the charpe-out is removed and cancelled,
REMOVIJG CARw FTL 3

Case files are always charged out in their entirety - entire
- Polders are‘renoved and delivered to the requestor, Upon
such cepoval, i1l ont Form No, (Bakit44—B) and file
in the exact place from which the folder was removed, ‘“hen
this charwed folder is returned to the filGS, “the charge
card 1s cancelled and 31ac¢d horizontally in the folder.
- This will elxanate L}c ne¢essity of preparinsg a new
,charge card each tim~ the case file is withdrawn,

CHEFKI G THE 1'“II"‘" FOR WAWuET RECORDS

The files should belﬂnswected regularly to insure the return
of charged recordu The charge-out forms are taller than
~other material in the files and can be d: .stinguished readily
by a casual 1n,v~ctw>n. ¥hen such inspections reveal that
malerial has not Leen returned promptly, take appropriate

action to assure its return or assure yourself that tn- material

is still in use,
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Frem  : Adninistrative Assistant  JAN191853

WM* Fﬂ& Gi&ﬂsific&man Procgpdure

Axbibit 15 intended te represent. the file eo
" % ﬁi&hmmm classified and mﬁifed
9§ 4o the Subject File. It shews the correct plagement
hae dasignation in the uppar right eorner. Although
'8 only one prominent subject, in order to
FrRsedics, £or. indloating ke nesd for a subject
. & 8acend flls dealignation COMMITTERS is shown
Saeds i&al. .This means that a cress reference should
S B ey Mac At #ubieet. -If, occaslomally you find
sty ¥Q. U3e & second orogs reference; write the appropriate
%&gﬂﬁ lop. helew the athers in ihe.same menner, BExhibit B shews
Vo prepare the '@ega,,.gﬁﬁ:amj formge, .

b g rashr Ma ) m.ﬂﬁ.‘& - YAl ly rsq&im gome auvill
i}m ect £ %0 .facilitate the lacation of material maimtained in

file. The ical name file provides such am

2ad A RS . 2 5 o imgx.
Sy g 9% extza. coples of outgoing eommnications, prepared
& PR Lissus, &nd appropriste nams oross refsrences which are

. TE9F the praperatlon of these papars for £iling,

xmr
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Date : 1 July 1952

Index: COMMITTEES

REEaeT—

(If more than one cross reference
should be necessary, assemble
Parts 1 and 2 of this form with
carbon between and write the

additional reference through
the Hair-Lined Rulings)

To: U, R. Wright
From: Administrative Assistant

SUMMARY ¢ Bxplains File Classification Procedure

Flled: RECORDS 4
Indlexer: A,B,C,

Remarks:

CROSS RFFERENCE FORM

EHIBIT 2
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CORHES POETIHCE
CORTROL FRULEDURE ~
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Centrel |Div. Div.

Conktrol | Control | Contrel]

32 A, Prepore Form 35-1, a slx-part snap out form and
/ forward copies, 1, 4, 5, 6 vith the cormmunication.

!

'
!
'

- B, Tile coxy #2 alphabetically by sovrce. This
f£1lc scvves ac a Cinding media #or all recorded in-
comins connnmnicabions. CGopy #2 is replaced by copy

1

\ #1 when action hrs been completed (pe
I

.

<~

. C, IFile eony #3 Ly the date on which action is due

! to be courleted., Upom exniration of tine allo:ted

' for nation, contact by telenhone the Divisinn to whon
@ tha cominieallon was referrod mad establish now due

date. Withdraw cooy #3 and file by contrel numler
when actlon has Leen coupleted (parazraph H)o

l D, OGovies 1, 4, 5 and 6 received vith the commni-
, cation at ihe Divisicn control point.

!
YI B
! T, Detach nnd file couy #4, in the same manner As
!
, con7 #3e
i \
J {
1 \
[ ' .
i \
1 v
" “ F, When it is necessary to refer the commmmication
| } 4o a second Division, note the referral on coples
5 || S 1, 4y 5 v 6. Detach eovy #5 and forward to the
| “ Commmications and Records Section where it will be
f ! destroyed after the information ralative te the

woneferis transeribed to cory #2

G. In case of a 2nd referral, coples 1 and & are
FE[I received with the cormmunication, Detach ¢ooy #0

end file in tho same manner as <Opy #30

’ 1, Copy #L received vith correspon - or wviich

’ acticn vas taken by the Chief and nig immediate stallf
, and oll seiiens vrepered Ir e Divicions for sifg—

, neture in the Oftice of the Chief, If corregpondence
‘ 1y pelairea for ilirg end disvateh of the reply by
the DPvicion, eony #1 ie recelved without atteciments
and rerrs roteticns as to £ile clag 3fiertion, ceticn
talkcn and Mhetalned by Divicicn. In both in-
sterces, covy 4L remlaces ey #2 yhich is to ie
destroyed, {f a "nd rolerrel was not recuired, copiss
5 ¢ 6 ere received with copy #1 and arse destroyeds
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CORRBSPONDENCE CONTROL PHOCELUEE

I Purpose

The pur-ase ol this insiruction is to set wp a8 system ol correspondence
control to be haidled vy the Communiccilons and Jecords fect' on, Procure-
ment and Supely ’).t‘fice.

1T Procedure

The Communications am! jecor’s fSecticr will recelve all communications
coming from outside of the Difice ex it ratorial pertaining to the travel
of individuals, which is sent directly irom Cerntral Processing to the Traus-
portetion Iivision. "pon receipt, a1l mater:al classified secrct or con-
fidential = az well as imargaut um}a aifiod or restricted communications
will be recorded on I‘cm 3;-1, File om f*.mm% flipe. Certain cormunications
which may be determiuved to Ybe roubine and for which there iz no necessity
for record or coytrol wili mot ‘e recorded unless they are clessified con-
fidential or secret, leguisitions, blicutlons, admindetr auwa issuances
and material ol a purely inlormaciond ,,"1 rac ter are sxamples of (Lis Lipe
commuications Ton gecret documents will be controlied it accordance with
precent procedure; however, & tickler "11» to maintained on top necrot
naterial requiring action to ineure swroopt handling., Fer this murpose

copy mizber three will be Iiled by t‘" w0 Jate action is cdue Lo be crxmplete”l
when action has Leen completed, copy rober three will be withdrewn and
destroyeds Comrunications will be z“ﬂmrdrﬁ on 35«1 as follows:

La aigm & entrol nurter to suen nlece of corresp rdence to be
recorded by sisEping Whe mrer 1o Lo lower richt corner ol the
iacmingg letter and tyring °% in *Control Wo.® block of Form 35-l.

B. Prepare the 35-1, & ciyx~part sray cub .orm intorleaved with one~—
time carbon as Iollows:

1. Security classific tlom o7 the Jocument will be typed in the
space desipgnated "Cec. *_‘.Tk;z,:;r“.

2. The name of the individual, btesiness {irm or srgenizalion
from whom the corresponience was received, will be placed in
the block desipnated *O-ipin®,

3¢ The date of the corresps dence will be typed 1n the space
dasigoated "hate ol ¥at.”,

he The date the com unication wue recsived will be Lined in
block des:ignated "lLate iyec ' d“ .
S

e The date action isg due Lo e completed will ba typed in spsce

designated "late Oubh,
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o othor - smndontion, a aporop sotation
opr thip a’&so rgm.

7. The Sttt ar Divisten to v S corrempondenco Lo farwe
MWM%W%«W%WmM
mtingline Out® oolumi,

C. The followving Msposition vill to nade of i slneart fomn then
oorymnioation Lo %o be resowind and sontyolle

1. matoped 2 sl 3 1412 Lo detached Ludiately el
%‘ the Commemientins and lecords Seotlion,

AL

oy 40 £iled by the dste on vhioch astlon

‘ Y i $o not 88 n cuspenge ooy 6nd aeEve e
gy mwmmmmm*mwm

apidtel®, Tho o umhpummm
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Le Copy munber 8 is uoed Jhen the oorres ondence Lo fupthor row
forrad (%o enchar Diviaion within Pwoourencnt mad Lupply
Lffioe), ot yhigh t&ne it 4ill Do deteshec Jrom ton corTepe
vondence, Referra) reference (1l be plnoed in the “Routinge
Time Owt’ eolum, nnd the ilp motumoed to the Comumnications
end Recoxds ;36&;@1. M infemintion relative to the Lranofor
o the eorrespmdange ls trongariled %o the mmber 3 copy by
the Sammmiestiona and Regorde Jootion ond eopy munbor 5 is
ther dogtyoyed, The georsd Divisicn to which the aorrospondense
ip voferred will pxrove cbry vitber 6 and file 1t as the Vivie
glop oontrol copye If avdltional refereals are nosralary
snothor set of eoples 4, § and 6 of Tomn 35=1 will be pruoged,

5, Comw mmbar 1 shall vemain ot all tines with the exznnlortion
ua&_h all ne¢sspnyy actiim har woen teken end ooproovinte
correspondane (os explansd $3 porejraph E) returnsd o Lhe
Comraniontions and Reconin Section for lapsifying, filing,
and dlopatch of the replsy The molor L copy w11l replaoe
copy wunbor £ whieh will Lo degtvoyed, If the rlle s pe-
taired ror Cllipg med diopotah of The roply by the uivislon,
copy mmbsr 1 ghowlf e «ptacksd fro. the eorrespondonoe
the f4le alaopsifiention feeed in the bloek dealsrated "“75110
lios*, a0tion taken noted fin W proper block sud the folloaing
notetion madp on the 385<l, "Retelnod 1Y ... Pivisia®,
siving the nkme of the Diviclia retnining the cozuniontion,
Gopy musber 1 ip them fogmrded 5o tie Commmientions and
fesueds Seotlion for filly.

De hen o weoord of Lhe receirt ¢ dletrilution of ¢ exmmlestion
is noedod, ut 1% 1y unnecessery b contyol and folloveup on it
(roquiaition, pailiontions, sdnlniptraiice fssuancas, moberlel

of o puvely infarmatictinl ob grmctel, etce vhich nve alenul rigd
confldetinl or cearet) the avoeiure differs all-itly. In such
soees ocoples 1, 2 and 3 will 1o dobrehed immediately Ly tho Come
mirdontions and Jecorcy Jeetfon. Copy mmbor 1 will Te Mlef In
the aloabotical £iie Yy orlgin, oy nuder 2 will bo destroyoed
ond rambor 3 will he Illed 1y 7§"5q1m;!. Ling® under “Aotion Conlotade
The eum un cetiar will “hen Be Jommrded and handlod vo doseriiod

in para-raph C exoapt that thore &l be no sopy o Lo woturnsd to
the Commumicnbione and lecords . afkion. if the soemnfontion 4s

not rolfsprad fusther (bo ancBles 2lcdsion) coples 5wl 6 will

e deatroyed,

Ke Fapers sprro-rdate for dispriceh sd £illag by the Somrpwlont g
andd Reeorda seedion aonsist 40 ok nctions telen ty thn Shi
hin lmediate sia”f and all dotlens prevared in Sho Divlsh :
slrmature in the Uffice of ks Chieff, The oubzodire file yeoslviad
by the Commmnieatlons ond Beéords setlon will include thoe folloring

paperst . i
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{(b) Yellow tissue copy of reply
{¢) Copy &mﬁmr 1 oi Form 38-1
2« For Dispatch: ;
{a) Originsl of reply m‘% attachments with extra tissue copye.

F. When correspondence is forwarded to the ID/A for signature the white
wpeading file® copy will accompany it. The official file copy -
(yellowr tissue) Wﬁl be detached by the Communications and Records -
Baotion and placed in a sugnense file. After the cospunisation - &
has becn signed and tie "reating file® copy returned, the yellow
copy w1l be withdrown and Jiled in the subject file.

8. 211 Comgressional mall requiring an answer rmust te answered or
acknowledged within two woric days, with certsin exceptions all
other comsunicatiors withiz five work days. The suspense file in
the Comsunications and Records Geetion will be ch cked dilly.
Upon epiration of time allstted for actlion, the “{yision to whom
thes ocommurcation was referred will be contacted by telephons to
ascertain the reasan for iba delay, If additlonsl time 1s necded
the nevw date due, a@s indicsted by the action desk, will be noted

. oo the suspense copy (mmser 3) of 351,

H. All ricording an 'ovm 33«1!;{? l}?‘ or equivalent, will be eliminated
' j for outgoling corresponience initisted in the Office and
3l sent dire:tly frop Cendyal Processing to Transportation

Ddwision.

T. To ingure successful operation of this procedure it is essential
that persons assigved mail control duties be instructed that this
in & priority function. ¥rre than one persen should be available
for this duty at sach comtrol poimt to insure immediate hendling.

iD=
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Secly RULNIT B
STAPF RE: ULGM IS POR

COTEMICATIONS LD RAIGRDS SBOTEON

To opevate the Camsmsientioms end Eaooads Seetion, 1t 1o recumamded
thet thrwo peroms b ausl@aer to 410 Sesblae The gredes should bo
doteanined Ly the lewewmnal UiTios, however, it appears that gedes
87, 5 and 4 vould be fn linc uith geades of individusls erfossing
siniler dutlsn in other pats of tho Agady, There ALl be cone
sideratle overlapping i Sw |esfogenos of the various duties hy
the individuals aseigned, bowovor, iw Frinery responadibdilty for
ench should be fimed, with overall mpervision by the G517,
Listed belov oxe the vedous Gutlos witelled in the opamiion of tio
dection followed by the gwde of tho individnal prbiartly respmeildc.

Record o Pama Bl 2] digeteh

5. Clasedly materinl for the files of the (hial in
asoordatioo vith the iffide File Meanoal

6 Plis mateprisl in the fllen of the Chief
7s Seevige yecgiorts for reteis] feon the Mloo of
° the Chief |

??
4

i
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&-mwm ‘emmmmmm
s

&
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PROCUREYENRT Al SUPPLY OFFICE

KOTICE
KO 26 Jamary 1953

SUBJECT: Fevision of ¥all Control and Filing Froceduren

1. “eemew*ed changes to tae filing and mail control procedures
have besn adorted fa.z.law.mg, & gurvey by the Fecords Mar age:went and Distrie-
bution Branch, Generel Services Qiilce, wiich was renuested by this Nilice.
The new corres pondenm {ile ramual ond mail eontrol procedures are now
available an! will Lo distributed 1o the affected persaoz'ml. g

2. The revised mall control sysitem will be placed in eilect on.2 Feob-
rvary 1953, Prior in thi dﬂ.t.e mail eontrol sersonnel wiil abttend a meebtiry
a8t wiich the new procedure will be explalined,

3. A1l correspondence dated ol saqﬁent t, Jaruar ;.f 1653 wi‘kl be
iiled in accordance with the revi: em., T system has alre.dy
been installod io the 0ffice of Lthw ¢ rds ar *’-,L;rsta frcm Lhe
Records YMaragems=nt and Bistribu’c.im mmh '3. assist in ins alling the
syrtem in the Ulvisions and tral wl In its e Ja. menteti
schedule Jor insinllation in the o ;vi.amm ':Lu as follows

Trangportation ivision / M rebruary 1953
Purchase Division ' ¢ & February 1953
Bupply ldvision f Yebruary 195’3
Beal Estate and Conebruvction liv. 2 Fobrmary 1553

Coordination wn Pequirarents idv, - wlﬁ Febroary 1953
Le It i3 anticipated that t coe chonges will materially reduce the

present mall control and iling pee leme, Vour fll conperatvion in meking
the changes oifective will be aprroecoiabed,

JIWRE P, MRpTron
Thief, Procurement apd “upply Ofiice

eorerTAr

Security Information

Sanitized - Approved For Release : CIA-RDP70-00211R000100350007-4






Sanitized - Approved F@@NiBIEMEIALRDP70-00211R000100350007-4

Heoopds: Vaneg o nb Proges

%%. {}‘xﬂ‘% }g& ii i- [ d‘ Ji 15 l»
FREIN HIOMT) SR M‘Mﬁ? [+
H ;'»MJE- l&ﬂh gjiﬁ’ qs- I«i;l“lc‘; a:g& s&j l{ ”“ ‘ﬁ ‘E‘JQ i?\. Ki,i& Jé%

pdky, Anthorify fur x%»ﬂ% e anin Glasonihlon standnads in thin
uls ig wx“&im’i in sk follodns :»&m’a&m whidah hove hen
c:l@m:mfz oy he Hetdomed e'mﬁdzw srei oo rvnewl byt Corymroou:

Gonmwl Aocoprds Lohodplos 3, 4 el Y,
Louss wenoet 2671, Gond Donvtrous, 2l opsdon,

Soveeds drponal Lalwd 3o . - *
Hounge Report ; ’ s
Thope chand mio heve aloo pucolva” tho pevics and oue A iaa af Whe
mml e - TRIY N vmgmw caud Uhde: f!y Prompenent e Seredy CfMee,

siledddiails  hla oghewivie ds ooolicrslo o tho mwo wdy of
et m%umnmm sd Suos iy mi"mmﬁ. Leter moondmente will
,xwvﬂm vetirewet ol dlspomd, gl etz o the peoc ranenly sip-ly
and twenapa-tation reoords of all offeea o *he Asencs, cf hoth \fv{%z-—
comertors rd £leld inotelisbliong.

in no svent muy dlmocal, bo nnde 7 potowls pewrbalnin to sosounis,
alain: oy dmprds involvingg the nmm gt of the Unlted Ltutes wmﬁ.ﬁiﬁ
have not yoi boen aotilad or ol sred Ly Sw Geprel Acomebing Uf{les
without wwdbben apmovel of tho ool m:{- Cappral, a0 Pegidred

by Geotiom ¢ of the Rewuvo Dlmposd .ot of By 7, 3?.%3, B0 wsaniof
(% u; 53. G- v}‘v*};

Dlapousl stresiemde in this schod 1o mwe amwictory, aiy extension

of rotentlon pertods cumt to aopnoed 1y S Avehiviat of the Untted
Stntes thyoush the Ci4 Becords el P ey
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eyt v f1le
SRRY Yoar,

Security Information

ma%ﬁwﬁ&m.)

Mapose pfter 3
pears. (‘rwmafor
%o CIA Zoooda
Center 1 yvour
afber fiis 1p
aloned, )

Sanitized - Approved For Release : CIA-RDP70-00211R000100350007-4



Sanitized - Approved WDP?O-OON 1R000100350007-4

Security Information

PROTES? BLAMNTHG FEKORDS
4o m 0/t PILEG, maw

Ss FUWAL GONTRAOT FILiS. Cese Type of oombtyant, mnm‘
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?,e FLANT IS BOTION YIL He Cane Mphatetdonlly bty Dloposo ofter 1)
files pertaining 2o the insyes- fim neme, Stort  yomrs, {(Trausfor
tion of fuedlitios under mww file evory to CIA lipoonds
oontreet ond thoss 4n the yoar. Centor 1 yoar
préoess of contyacting to after f1le 4=
the K7s fllep dlosod,)
inoludy :

&,

mumua- mman
Itene 5 o 6,)
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destroy,)
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Chief, Genaral Services 26 January 1953

Chief, Records Msmagement and Distribution Eranch

Survey Repert for the Office of Procurement and Supply

1., Attached 1s a Records Management survey report om
the Office of Procurerenmt amd Supply. This report covers
a maintemance and disposition program, tut does not touch
on Regords Creatiom, The inms‘allation of the mall control
precedure and the standard f{ling system will provide for
the efficient maintemance and use of a1l correspondence
records of the office, The amplicntion of the comprehensive
schedule will provide for the orderly retirement snd dis-
position of all records imclulding the approprinte preserva-
tion of the permspently valumble meterial.

2. A draft of the recomendations wag discugsced in
detail at a meeting attended by lessrs,
of the office of Procwrement nd Aupply, FMr. )
dgation and Mamagement Sarvices, and lMessrs, I and
of this office and agresment was reached on 11 peints,

3., The report was prepared by 2 rocords analyst team,
hoaded by IR =nd inoluding Miss and
¥, I Orly the wholehearted cooperation given
our amalysts by the mtaff and oper-ting personnel of the

Office of “rocurement end Supply made 1t possible to
complete the report in the desired, time,

25X1A9a
25X1A9%9a
25X1A9%9a

25X1A9a

I

2 Emel,
m;&@:vgh 26 Japuary 1953
Distribution:

Orig., & l-addressee
J=chrone,
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Chief, rrocurement and Su,ply Yifice 28 January 1953
Cnicf, Gencral Services

Report of iecords Management Survey

le Tis Records Managemen survey Heport provides a records
malntenance and disposition jro;y.a for your orfices It does not
touch on records creation usually included in such a report because
of the need to install the recorpended changes in mall control nd
filing procedures as soon as rorgibles “ecords creation concerns
the forms, reports, .nd issuances rrepared or used by an olfice,

2e Tentative agreemoent war rcacied on Liie varicus recomnenda~ 1A9
tions at a meeting attended by :x. G your 25X a

office, Hr. of Urgarizetion ani Metiods Services «nd ire
of this office. Following your consideration

and concurrence, the records anelysts who prepared this report
will discuss it with you at your converdence. In addi tion, they
will be glad io assist in installing the proposed mail control ond
file systems and in training your ;ersornel in their use.

25X1A9%a
25X1A9a

3« In order to assure an sdequa e continuing records manapenent
program for your office, it is recowmenced thod you & -olnt as an
area records officer, an irciividial whose full time can be sient on
records work. Our necords ilanagsucnt staff will assist and
indoctrinate such a person o tns exten< necessary for the successiul
operation of the program.

Le Ve have aprreciated the wholoehearted cooveration piven
our analysts by your staif and o wrating personnel, which has made
it possible to complete the repoct in the desired time,

! 25X1A9a

B/ TLSsvehelw 28 January 1953
Distribution:
1l - Addressce

1l ~- Gerle SGYe
1 - heetds izt
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This subject pertains to rrocurement, utilization, management
and digpocition of equipment, supplies and materials, except:
See BUILDINGS AND GROUNDS for materiel portaining to
acquisition, menagement or disposition of buildings
and grounds, = -
See VEHICLES for all matters pertaining to vehicles.
See WARELIOUSES f’or all matters pertaining to wareho'v.ses. -
EQUIPMENT AND SUPPLIES |
1 ’Classification
1-1 Ordnance T '
1-1-1 Availability 1
1-1-2 Price '}
1-1-3 Req;dest ?
1-1-4 Requirements
1-2 Transportation ﬁ !
1-2-1 Availebility ‘fi
1-2-2 Price é%
1-2-3 Reauest ’
1-2-4 Requirenents
1-3 Ma‘chinery, Tools, Instruments, Machire Parts and
Supplies .
1-3-1 Availebility vé3:
1-3-2 Price ;.
1-3-3 Request "
1-3-4 Requirements .
Sanitized - Approved For Rmo-oom 1R000100350007-4 | “

EQUIFMENT AND SUPPLIES

Security Information
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Sanitized - Approved Fggcﬁglﬁgﬁrg,bCIA -RDP70-00211R000100350007-4
EQUIPMENT AND SUPPLIES (CONTIIN ED)

1-4 Engineer

1-4-1 - Availability
142 Price

1-4~3 , Request
1—4—4 Requirenents
1-5  Cormunication
1-5-1 Availability
1-5-2 Price

1=5-3 | Reuuest
1-5-4 Requirements
1-6 Medical

1-6-1 Availability
1-6~2 Price

1-6-3 Request
1-6-4 Requirenents
1-7 Quartermaster (General Supplies)
1-7-1 Availability
1-7-2 Price >
1-7-3 Request
1-7-4 Requirements

Distribution

Installations, Meintensnce and Preservation

Property Accountability

2

3

A Procurenent
5

6 Storage
n

Surplus, Salvoge end Congervation
San|t|zed Approved For Release : CIA-RDP70- 00211R000100350007 4
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Sanitized - Approved ReriRelease: CIA-RDP70-00211R000100350007-4

GROUP 1-1 Ordnande -

(Research =nd Develojmen!, items - Weapons, Combat Vehicles,
Fire Control Equirment - Ammunition and Explocives)

GROUP 1-2 Transportation

(Aircraft Components ard fLccesseries -~ Shin rnd Marine
Bquipment - Motor Vehicles - Trailers and Cycles - Engine
Accegsories - Maintenance and Repair shop Equinent -~
Fuels, Lubricants and Petroleum Waxes)

GROUP 13 Machinery Tools, Instruments and Machine parts &
Sunplies

(Mechanical Power Transmission Equirment - Bearings, Primary
and Secondrry iHetalworking - Machiners = Machine Tools ~nd
Ecuipment - Special Industry Machinery - Moterials handling
Equipnent: Rope, Caile, Ghnin and Fittings - Fire Fighting
and Safety Bquirment: Pire, Tubing, Hose and Fittings -
Valves - land Tools - Hordware and Abrasives - Instrments
end Laboratory Eguinment)

GROUP 1-4 Engineer

(Regrigeration and Air Conditioning Equipment - Plumbing,
Heating =2nd Sanitation Ecviiment = Uater Purification and
Sevage Treatment Equirment - letal Bars, Sheets and Shapes)

GROUP 1-5 Commmications (Includes Photographiec)

(Communication Equipment - Zlectrical end Electronic Equip-
-ment Components - Electric Wire and Pover and Distribution
Equiyment - Lighting Fixtures and Lamps = Alam and Signal
Systems ~ Photographic Eeuiment)

GROUP 1-6 Medical

(Medical, Surgical Dental, Hospital, Opticians Equinment ard
Supplies$

GROUP 1-7 Quartermaster (General Sunplies)

(Chemicals and Chemical Produchs — Training Aids and Devices -
Furniture - Household and Cormercisl. Furnishings and Appliances -
Food Preparation and Servins Erirment - Office lachines — Office
Supplies - Dooks, Maps, and Publications - Musical Instruments -
Phonographs and Athletic Bguipment - Cleaning Bruiyment and
Supplies & Brushésy raints, Senlers srd Adhesives - Packaring

and Packing Supplies - Textiles, Leather, and Furs - Clothing

and Individuol Equipmont ~ Toiletries, Subsistence - lon-
metollic Fabricated laterials - Miscellancous)

Sanitized - Approved F ot R DP70.00211R000100350007-4
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Security Information

| FRUIPMINT ALD SUPTIITS
This subject pertains to procurement, utilirzatior, mamapgement
and dilspesition of equipment, suwpplies and materials, except:

See PUILDINGT AYD TROUIDS for material pertaining

to acqﬁiuitior,‘maragement or disncrition of '
N buildiﬁgs and rrounds,
Ses VRHICLTS for all mabters sertaining to vehicles.
See WATRINUSTS far all matters pertaining to uare-
houses,
FQUIPMTNT AWD STPPLIES
1 GClassification
2 Distribution
3 Installations, Téinteﬁance and Preservation
L ?rocurement
5 Property ACCOunhéLility
) Storage |
N 7 Surplus, Salvageiand‘Conservation
e Utilization
‘

curity | ormali

Sanitized - Approved For Rel&¥se”: IA-I%bP70-0021 1R000100350007-4
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‘ T
Security Information

FORIS

This subject pertains to forms design, standardiration, re-

vislon, clearance, cortrol, sumyly and issuvance,

’

TORMA

SOMD B

Security Informafion

Sanitized - Approved For Release : CIA-RDP70-00211R000100350007-4
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Sot?ufity Infiormbiion LEGAL

1
1
‘4
This sublect pertains to ?egisiative proposals, coples of bills

1

: i .
and resolutions, cormittee reports, hearings, etc,

i

L¥GAL
1 Claims ard Lit?gaticns
2 Decisions, Opi?ions‘and Interpretations
-3 Focecutive Ordeirs
3 Laws and Hegufations
‘ |
5 Legislation
6 Votaries

Sanitized - Approved For Releggais GlA-RDP70-00211R000100350007-4
|
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Security Information
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1 Dentictry

]
i

(Dert:2 treatae.y, Jdentsl ¢
Prostlctic der,.. ARES

2 Genral ledleine

_—

3 Madicol Zqui ment and Su.o iles

{(Druge, Hos i -1 end uedic
Medicinoes, Sur "ael ingw
equi wmend cod £lluns

Ophihalneloyg,, : ERg diatry

A

Fhysio«l Bxeminetions
('Uf LS a £ yqas Y AN
aLLO:sierz, Culiupes, Med!
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standsxds ~0 'ogue, SLEC

examiraticns)

) Previntative Mcc oline
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ding required medical service

CLpius or nealth record of an em: loJue,
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cviinent and supplies,
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" Security Information

MEETINGS

This subject pertains to meeﬁings, confersnces, congresses,
conventions, etc, Do not usé for material that can be filed

under more specific subjects.

MEET INGS
1 Engagements,‘lnvitaaibns
2 Inter-Agency |
3 Intra-igency (File gy Area, Organizational Unit, ete.,
a8 reiuired)‘ :
A International
5 Reports and minutesfof meetings

LN

Sanitized - Approved S T RDP70-00211R000100350007-4
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Sanitized -»Approvef
‘ Security Infolnr;ation l

ORGANT7ZATION A™D WAYAuTN"TT

This sub*ect sertains te the evecutive or administrative struc-
ture of the Agency, djsfrlwutLon or delegation of duties ‘and

functions; establishment gr dmscontinvance of offices or organi-

]
za*ional units; empxrenCJ‘wlaﬂanp, management policles;
i

1
procedures' and all admjnlatrative or authorat?vp issuances of
the Agency, except processea copies of Agency manuals which
|

should be maintained sepa%atelyo

.
ORGANTFATICN AND MANAGRITHT

1 Administrative Issuances (Tolicy and Procedvral
‘ i Orders, Hotices and {emoranda )

|
[
i
Improvenent Program
Inspection (Field)

Emergency Planning

Esbablishment, Reorganization and Liguidation

o R, U SR T I

Program and Plans (Genoral Only. Do not use this
subject for material that can be
clas51fied under specific subjects)

1 Pr6Cedures and Nethqu

Sanitized - Approved Fgrsg elg398-GIA-RDP70-00211R000100350007-4
- 1 ‘
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Securly Informafion PERSONNEL

This subject pertains'to all phases of nersomnel administration,

including policiles, programs,hprocedpres, regulations, etc, Do

not use for papers involving status or service record of an em-

ployee, Swch pape}s éhould'hefinciuded in the designated "Official

Personnel Folder".’ Personnel policy and procedures regarding

warehouses - see VARFHOUSTS,

PERSONNEL
1

10

1l
12

Appointing Authority
Citizenship |
Classi?ication, Duties

i |

Contributions (Solicitation of Funds)

Conduct

Court Attendance - Jury Duty
Detail and Assignment ofiﬁmployees
Overseas Assﬁgﬁments

Evaluation (“erfomance Eatings)

‘TFmployees Relationfiﬁctiiities

Identification Cargs (Do not use for building passes or
Security identification, See SECURITY)

Military |
Policy and Procedures (Do not use for personnel policy
and procedures of warehouses -
See WAREHOUSES)

Promotions and DemTtions

Records and Reports

]

e

Sanitized - Approved #oﬁﬁﬁwﬁopm-oom 1R000100350007-4

Secur'nT Informalion
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17
18

Recruitiient

7
Safety
Separations

Transfers

DP70-00211R000100350007-4

Sanitized - Approved For Rglease:»&dA-RDP70-00211R000100350007-4
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This subjeet pertains to

PRINTING AND REPRODUCTION

oz

..
o i '
! | :

0-00211R000100350007-4
; PRINTING AND REPRODUGCTION

print;pg and reproduction services.

~ Sanitized - Approved FOf K¥I&E“CIA-RDP70-00211R000100350007-4
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Security lrlifc;rmatioh
PUBLICATIONS

fas
£

‘g o o o vy ey ‘ Ty :
is wubject pe1 talns to 2he !hrcr"; ~nromstionnl] aelivities of

-,l-l" ] . . AT A vy T . i
‘he fgency, insludins Lo afa by cailication ard disirilution

3 . 1o 5
of published materiais. Do POV L Do Administretive Issrances —-
| 820008

1

Sen O’L H=i. “he 7108 iz i+to
& 3 e e Lo intendad crinnrily for eorrespondence -~
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]
Q
<

nies of o Aot e oy ] 3y g 3 . - A
vles of poblication= and OCpOf Lalk material shonid be mainiained

|

’ e S N S {1y ' |
1 Agency ivtlicrtlions Vv leting, Leaflat;) Feriadie-lg

) . ~ ,
Il 2 TOTIOY
Articles, Ponoris, ‘ete,)

(Distribution - dudling Tists)

N
)
T S .

2 sublisctions of Jubside Cresnizations
.”.'.E(”rc-rm WYs, Lliy Lol
\HOVODRIAYS, UL fary ¥erlodizals, Lesliets)

Pl + ‘

3 deguesty for Publie;tirr:

.[ Sy\ee o L(v-\ P overy e ‘ [=

A Fe8CA25, Lnziures rnd Statencd g

»

SO Eh ;1 II

Sanitized - Approved For RelGaZLe CIA-RDP70-00211R000100350007-4
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PUBLIC RELATICNS

This suljrct pertains to generwl vhases of public relations only.
See COOPTRATION for material involving relationships with organi-

zations of a frrmal lasis,

PUBLIC RFLATIONS

Sanitized - Approved For %?Jgﬂ\?ﬁ@&é&-RDP?O-OON 1R000100350007-4
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Sanitized - Approved Fo

RECORDS

‘ e H b ‘
This subject pertains to polivies, procedvres and systems for handling,
filing and disposing of records, See SFCTRITY for the security o»f

records and cormwicatiorns,

i
' %
RPCORDS .

1 Certified Copies |
2 Dispesition | j
3 Filing Systehs‘anﬂ ‘rocédures Hanuvals
L Hanagément 1
5 Microfilming
b Vital “Yaterials
.

Secziiy Information

Sanitized - Approved For Relea?se : CIA-RDP70-00211R000100350007-4
|



REFFRENCF. LIBRARY

This subject is to providé fnrxbheifﬁlinv of Hon-Record, RFFERENCE
material when such material i valntained in filing equipment.
Library and ruseun ma£n?1a1 garﬁ o} acqulrpd and preserved solely for
reference or exhltltlon ﬁurﬁo)es, ‘extra COplSS of reports and docu-

ments preserved oo“ply for convcnlence of reference; and stocks of

putlications and of doeumpnta fall‘lnto this category.

RFFRENCE LIBRARY

Sanitized - Approved For Rui¥dEE™{fA-RDP70-00211R000100350007-4
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REPORTS

This sulject is fnr use in fml%rg re(urrlnp reﬂor*s such as weekly
and ronthly act1v1ty or progress reports. Nonrecurring roports should

be filed by subject matterf Opfinnal Arrangement: Case file as

required,

REPORTS,

Sanitized - Approved For*R¥Ye '"L’""ahglA RDP70-00211R000100350007-4
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Security Information SAFEHOUSES

This subject psrtalm fo the ?caui tion, utilization and di30031tion
of safehouses, also inc lud s polic y ard procedures pertaining to
sai‘ehouseg. See - “ARTH RECR %on ma‘tters relating to warehouses,

Other material relat: ‘ng to tl’*ei ac qulsifion of buildings, fee - BUILNINIS

X\D GROUNDS, Optional arrangenient - Cage file localion as required

SAFEHOUSES

Sanitized - Approved For&i’gemaﬁbm-RDP70-0021 1R000100350007-4
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Wﬁ-l

SECURITY

!

|

]

|
This subject pertains to theisgfeguarding of informat1on and material,
|
!

which, in the best intprosts of hatwonal Defense and safety should not

¢

e disclosed to urauthoriyed ﬁ@rsons.

SECURITY
1 Buildingé and mqéfpment‘(Protection)
2 Communications aid Records
3 General Policy, ?égulatiohs and Procedure
L Information and P Luglications
5 Personnel l
6 Reporta and Data‘
7 .Vlolaulons |

' fo
Sanitized - Approved For Reﬁ’e‘%‘"" N EIA°RDP70-00211R000100350007-4




Sanitized - Approved F e«

' TN 70-00211R000100350007-4
. Security Information

SHIPMENTS

This subgect pertains to the shlpment and routing of equipment

material and supplles.

SHIPMENTS |

1 TFreight and Express

o P L
(Bills of Lading - Rates and Traffic - Claims =~
~ Personal Iffects) :

*

. Sanitized - Approved For Egjsggz SA-RDP70-00211R000100350007-4
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Socu;ntgy Info;nﬁfion |
o TRAINING

This cubjsct pertains i
his cubjsc “pertains to the d?t{e_toment ana direction of all

Agency training srograms,

TRAINING |
3 j ‘
1 Folicies and frocedu 1os.
2 Facllitics .
1‘ ;
3 Prograns

|

(In service - Orﬁentati_on - Carcor Service)

4 Reports ,

1 !

5 Outside Training (Colleses, Schools)

Sanitized - Approved For ReleagerOA-RDP70-00211R000100350007-4
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Security Informalion

TRAVEL

This subject pertains to ihe travel of emplorees of others on official

business, including policies, »recedures and regulations., (ase files

v 1 . ". . .
! ty name of traveler may te esiahllshec as required and wmay he accon-

designation, thus:

TRAVEL

(5 SN & U e VF

-3

plished by writing the rave o

e

the traveler as nart of the file

1
‘. : iy . N
| TRAVEL (Brown, Harry)
1
1

1
F
i

Advance of Funds

1

. . !

Authorization L

I
o i

Entry (Customs, Courtesies, ete,)

Foreign (Includes Fassports, Visas, etc,

Ttinerary and Reservations
i
Policies amd Procedurcs

Privately o.ned Vehicles
N
Transportation Requests

Security Information

Sanitized - Approved For Release : CIA-RDP70-00211R000100350007-4
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Secur tf Information

- VEHICL™S

This subject pertains to acquisition, utilization and disposition

of automoviles, trucks and other vehicles including policies, pro-
cedures and avthorities for their use, Include also material repgarding

the procurement, accountanility, use and disnosal of tires and tubes,

VEHICLFS

%> = \_

Securily Information

Sanitized - Approved For Release : CIA-RDP70-00211 R000100350067-4
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WARTHCUSES

l 13 L3
This subject pertains to the acruisition, utilization and disposivion
L% : T

i : : - s 2
of wavehouses, also includes volicy and procedures rertaining to
i
] |
warehouses, Cne = SAFRHDISTS on metlers relating to safehouses. Other
ah J |

material relating to the acquisition of buildings, see - BUILDINGS

1

| . .
AND GROUIDS, Optional arrang?ﬂents - Case file as required,

WARTHOUSES (Case file by location or name )

Sanitized - Approved For Release.: CIA-RDP70-00211R000100350007-4
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Security Informahon
ST BTT:-! —ﬂ"’\ “X

(

The word "See" indicates that the s hiect caierory is further sbdivided
or that there are special instrrciions nertaining to its use, In such
caces the SUBJWT 1I5T should be consulted Lo -obtain the appropriate file
designation,

Reference : File Designation

—

Abandomment, #uildings & Grounds o . . . 4 4 . . . SUILDINGS 7 GROTTIDS Tl
Accidents .

Fmployee's Compensation Cases o + . . . . . . . FFRROCHNTL 16-1

Vehlcles o o 4 6 o 4 4 6 ¢ 4 o ¢ s o o s s o o s See VIHICLYS 1
Accomnting v v v v v b e e h e e e e e e e e e See ACCOTETING
Accounts Current o« o &+ v v 4 4 v v v e o s e e .o . o See ACCOTNTTNG 1
Acguisition '

Bulldings & Gromnds .. o 4w 4 v 4 v v o 4« 4 + . o Sze DUILDINGS & G30INTS 1

Equipment & Sunplies o o o . . . . . . . . .. . FEL I”fVIT & SUPPLINS T7el
Additions to Buildings & Grovnds , . . . . . . . . . TI I TGS & GROTEDA 3.1
Addresses, Mailinm o 4 4 o ¢ 4 b e e s e e e e o s Can IhTCAi ONS
Adjustments in

DIshursements o« o o« o o ¢ 9 4 4 4 o o o o o 2 o ACCOUNTING 821

Receddls o v o v 6 o o o v - s o 6 o o o 8 o o o ACCOTITTHG Gel
Administrative TSSURANCAS ¢ v 4 4 o o o o 0 « o o o o ORCANIVATION & MAMATTY
Advance of Funds for Travel . . . + v &« « « & « « « . TRAVEL 1
Advices, Disbursement . . . . ¢ v . 4 . ¢ 4 4 v . . . ACCOUNTING 82
Agency Policies & Procedures on ®ersonnel o » . . . o, PERSOLEL 12-1
Agent Cashlers . . . . . v 4 v v v o v o v v v v v o ACCOTIITING &
Agreements , . . . . . o e s b s s e s e s s See CONDTRATION
Air Conditioning, quilﬁlﬂpq ® e e e s s s s e e s o & BUIILTIVGS & GROIINS 10=3
AIr Mall o 6 0 0 4 vt e e et s e e e e e e e e eee See COMUNICATIONS 2
Allocations :

Fauipment & Supplies o o » o o v o v o 4 v o . . EQUIPMANT % C7PPIINS 2-1

Funds o & o 4 0 v b s e e e e e e e e e e e e APPROPHIATIZNS 1

BPACE 4 v v 4 v e e et e e e e e e e e e e e See TIHILDINGE & GROTIDS 9
Allotments of Appropridations . . . . . . . .. . . . APPTOPRIATIONS 1 -
Allowances e e s e e s e s s e e s e e e e e e See ACCOTITING 2
Alteratiunq of RPulldings & Grounds o & .. 4 & o « o o« DBUILLINIS 2 GROUNDS 3-1
Anmual Toave

Polici€s & ProceduresS o « « o o o o « o « o o o PFRSQULFL 12-5

Time & Attendance Reports . . . . . « v . & « o ACCOUNTING 9uF
Appeals, Efficiency Rating o v ¢« ¢« ¢« ¢ v v v v o« o o  PER 7L 81

Applications £or TMployment o o o o o o o o o o o . PERSOM: ’1 15-1
Appointing Authority o . v v v 6 o o v ¢ v o v o4 W “F?SNN L 1
Apportionments of Appropriations o « o v v o & o . A\PPROTRTATIONS 1
Appraisal
Bulldings & 5rownds o ¢ 4 ¢ 4 o « o 6 « » o o BUTLTINGS % OROINDS 1-1
RECOTAS o o v « o o o s 4 o v o o s o « « « » o See RLOTDS

Appropriations + ¢ .+ ¢ . . . o . . . . . . . .. . See APPROFRTATIONS

Sanitized - Approved For Release : CIA-RDP70-00211R000100350007-4
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Security Information

I P

Reference File Designation

Assignments of
Equipment & Supplies o o o + 0 e 0 e e e w00 0 EQUTPMENT & SUPSLITS 2-1
Personnel o « o o o ¢ o o o s ece s o0 e wos e b e PRRSONKFL 7
SPACE & o o o o s e s s owoe s e e e s m e e e See BUILDINGS & GUOUNDS @
VORICLOS o o o o o o 0 o o o+ o o & o v o w s s e 0 VEHICLES 2

Assignmert to CIA (MELItATY) o o 0 o 0 e e s e e e PERSONEFL 11-1

Attendance in Court
Jury Service by PImloyees « o o o o o o o o 0w e PIRSONIFL 6

Atiorney Generdl Opinions o « o v v o v oo wee e e LFGAL 2-1

Attorney, Powers of . . s 4 o e e e e w e e e e e e ACCOURTING 9=3

Audits of ACCOUNtE o o & ¢ « o o 0 o o 0 e e e e s 08 See ACCOUNTING 3

Authentication of Records o« o o o o o o ¢ o s 0 00 v 0 RECORDS 1

Authorigabions o « « o o o o o o o o 0« o e 0w b0 000 See AUTHORIZATIONS
Appointing Authority « o o o o v 0 o v v 00 e e PERSCMNFL 1
ConBLruCtion o « o o« o o o s « o s & o o o = & 00 See SUILDINGE
PrOCUTEMENt o o o o o o o o « s 0 & o o o ¢ o o 00 FOUIPMFNT & SU
Travel o o« + o o o s o . . . TRAVFL 2

Avtomobiles o o ¢ o s s o e s s e s s See VEHICLES
License Plates o . . . . . o HICLES §

Awards
Bids & Contracts for Supplies o « o o ¢ o » o o ov EGUIPMFNT & SUPPLIES L-11
TIPLOYEE o o o o o o s o o s s oe e e o m e b n e PRRSONNFL 9-1
Honor % Suggeshbion o + o o o o o o e o o v 0000 ORGANIZATION & MANAGTMTNT =1

& NROUNDS 3
PPLIFS Lel

*« o =

. .
- s e« » . e e
. -
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Refarence

Consu.ltants P S0P 0 I IR NTION0IRETIOL0L0C0ERORRRTC0
Contracts I'....l".Cl'l......"Q....'I..'OO."....
Contributions
mployee .......C‘COO...Q...\l.‘l......'..".'l
Public ..Q.......l.o.ll...l.\.......Ql...l...l'
Control of Forms .to-o.nccooonooooc.oooooqooooooto'O
Coopemtion .'..........l..!‘.l.lI......'...l..!l..
Fﬁeml Agencies 'l..'....l.‘....l..‘.'.'....l.
Intemational 0.....0...0".}'....th'.........
Intra-office "'O......0.0"i'.OOOOCQ....I.,.'.
Commercial or Non-Brofit .s.ceecececaccccossses
State Agencies or Institutions ....eeececesscee
Gcmespondence '.......'.....'...\.....I'.{l.‘..Ol.'.
Cost Estimates, Construction se.svevececesscccanees
Counseling, EMPloyee ceevesscccaccscsccscacsnsanses
Court At ce by Employees seueesceccccrcccnncas
Crditc P P C B E I I P PPN EEIRNENLIRILRIEPRDEE
crdit mion ....l.C.'.0'........;'."Q.'Q...I......
Criticisms, Public .....l....!...‘.......‘.'I'...l.l
cmtograpw ...'.QOO.‘..........‘.."...q.l.tl.....
Currency, Collection or Receipt of .ucseecceecccsee

Security Informati

\

- CIA-RDP70-00211R000100350007-4 “\ﬁ

File Designation .

: | \

PERSONNEL 19
See CONTRACTS

See PERSONNEL 5
ACCOUNTING 6-3

See FORMS 1

See COOPERATION
COOPERATION 1
COOPERATION 2
COOPFRATION 3
COOPERATION 5
COOPERATION 4

See COMMUNICATIONS 2
BUILDINGS & GROUNDS 3-5
PERSONNEL 9-/,
PERSONNEL 6

VEHICIES 3

PERSONNEL 9.5

See PUBLIC RELATIONS 2
SECURITY 2-2
ACCOUNTING 6-2

Sanitized - Approved For Release “CI1A-RDP70-00211R000100350007-4
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»

Refergnce ) Security Informaﬁoq File Designation
-B-

Bids for Supplies & Equipment . . & ¢ . ¢ o &+ ¢ « oo DQUIPMENT & SUPPLIES 4-11
Bills & INVOICeS « o 4 o o s s o o o o o« o o o o » o ACCOUNTING 9-6
Bills of Lading o &+ v ¢ o o o o o o o o &+ o o o« o « +SHIPMENT 1
Blood DONOT'S 4 so o o o o s o o ¢ ¢ « « o o o o ¢ « SPERSOV FL 9-2
Boards
Review, Efficiency Reting « « « « « « & + o« . PERSONNEL 8-1
‘ Survey, Surplus Property o« « « ¢ o o« o o o » JEHGQUIPMENT & SUPPLIES 7-2
Bonds
« » EQUIPMENT & SUFFLIES 4-2
ACCOUNTING 4
ACCOUNTING 5
ACCOUNTING 9-1
Sse PUBLICATIONS
See APPROPRIATIONS 2
SVCURITY 5«1
See -BUILDINGS & Grounds
SECURITY 1
BUILDINGS & GROUNDS 4

Bid or Performance + « « « s v o o &
Bonding of Employees « o o o « o « o
Certifying Officer & Agent Cashiers.
Savings (Defense) Deductions . . .
Books & Booklets « o o o o o o o
Budget Estimates « » ¢ ¢« « ¢ + «
Building Passes8 + o o o o o s o
Buildings and GroundsSe « o » o
Security Protection of . .,
Bulletin Boards, Pullding . .. .

. . L] . L] L] » L] L] -
¢ ® * & & & & & s
. L] * * - - L[] * L -
L . L] L ] - * * L4 L] A d
¢ ® o & & @& s & @

- L ] L d L] * L]
*e & s &5 e e
L] . L L) . L

Sanitized - Approved For gg‘]g@%ﬁ“gm-RDP?O-OON 1R000100350007-4



o

Reference

Cablegrama « o« o o o ¢ + o
Cashiers, &gents o « o o« »
CatBloZ o« o o o ¢ o o s 0
Censorship, Information. .
Certification of Personnel
Certified Copies of Records
Certifying Officers . . . .
Cegsiong of Real Property .
N Charges Against Employees .
ChecCks « o« o o ¢« v o o o o
&-1&”...'...
Cireunlars, Administrative.
Citations, "mployee . . » -
Citizenship + ¢ « v o o o
Clainms
Accounting . « « + o o
Freight or Ixpress . .

-

O

L ] . - L L L - . . » - -

3

Legal o o o o o o o o o o o

Clagsgification

Comrunications & fecords

Fquipment & Supplies . . .
Information & Publication
Position o« ¢ o o o o ¢ o »

Clearsnce
FOIMS o o o o & s o @
Security o o ¢ o o o
Clubs, Imployees « « o o «
Code of Federal Regulations

Collections of Appropriated Funds
Collection of Agency laterial . .

" Colleges

L

*
-
L 4

. [ ] ® * L] L d L 2 L ] > L] . L]

Dutside Training o + ¢ o o o o

Recruitment of Personnel

Commendations
of Fmployees « « « »
Public - L] L] * - - -*

¢ Communications
’ , Protectlon of <« o &
Complaints o
) Pergonnel®m + « «

Pu.blic . v s w e

L] L)

Comptroller Genersl's Decisions
Conduct of Fmployees . « « « o
Congratulations . + o ¢ ¢ « o

Congervation
Muipment & Supplies

. .

Construection of Buildings . .. .

From

1] L] [ L L]

3 L L] * L ]

L - L d * L] - - - L] e & *

« 8 o & ® 8 & ® 5 O s o ¢

. . . L ] .

- * L] L ] L ]

- . > L 3 L] L] . ® . - - [} -

L] » . L ] e L[] L[] L . - * L] L]

. ° L) L 2 L] L 4 . . » L] L] [ ] - L ]

> * * - -

¢« ®© 8 & ® & ® & & & a2 s s

. L 4 [ ) > [ .

L] L] L ] L ]

L - . . L] L L) - L ] . . L] - L]

L ] L] - * - -

e ® o & @

L L] . [ ] [ 4 L]

L) . - L L]
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Tile Desi-mation

FIC o A

COMMUNICATTIONS 5
ACCOUNTING 5
EQUIPMENT & SUPPLIES 4=3

o« SECURITY 4-1

e & & & & % & o & o

PERSONNEL 15-2

RECORDS 1

ACCOUNTING 5

BUILDINGS & GROUNDS 1«4
PERSONNEL 4=2

ACCOUNTTNG 6-2

ACCOUNT.ING 9=2

See ORGANIZATION & MANAGEMENT 1
PFRSONNEL 9=l

PFTISONNFL 2

. ACCOUNTING 3-1
. SHIPMINTS 1

- . L ] L * L

LLEGAL 1

SECURITY 2-1
EQUIPMINT & SUFPLIES 1
SECURTTY 4-2

.See PERSONNEL 3

FORMS 1-2

SECURITY 5~2
PERSONNEL 9-3

LEGAL 4-1 \
See ACCOUNTING 6

See COLLECTION

. TRAINING 5
« PERSONNEL 15=-7

. PERSONWEL 4-1

. > L L] L 4

PUBLIC RFLATIONS 1
See COMMUNICATIONS
See SICURITY 2

PTREONNEL 42

See PUELIC RELATIONS 2
LFGAL 2=2

See PTNRSOMNEL 4
PUCLIC RFLATIONS 1

See FOUTPMINT & SUPPLIES 7
See PUTLDING & GROUNDS 3
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M Security Information
D
Damage
Building.S&Gromds O 280900 0v¢ 1008 »# 00800800

VehicJ-eS ....".‘...Q...........Q.l'...ll
Debts of EMPlOYEO8 sevecescesrncssessacesasneness
Decentralization & DiSperstl cceeesesessccsescscs
Decisions, Legal
Declarations, SUrpluS sei.veececesseseoscsnecnsas
Deeds :

Buildings & Grounds ....eeeeeesesceccccnncas

DiSpOSition of S e L0000 LINIINCINIICIENRBIOIOIOIBOROD S
Delegation of AUthOTILY eececeessoecscosscsossnee
Delegation of Func'tions ®evescsscsssesstesssnanas
D'emOIition, Bu.ildings e 0GLIROILIUEPLRICPOEOOIOBIOGELIOADLILESDS
Demotions PPN PNONLINNPIIRIIIIOIORPORIIOELIOIOITREROIBIRNGIGIRLOLEODY
Depositories

F‘mds 0P PN OGP NIPEEOCIOIEE PRI EPLNOCOEVOSIOESTRNESO

RecoIﬂs CRE E N ENENEN EN N NN NN Y R ]
Deposits of CollectionsS se.veevecassones
Design of

Bulldings ceveseccscconceccasonssscansonnnns

LACA I IR LI BB B B BB BRY B Y B B SO BN N

eo s o0 an

Foms 4B ETLPELIEOERIPTONISIOIEBLUEOBIROOBTOETOLES

Detall of Employess eeeeeeesoass
Directories :
Bllildings PO S GECEBCINLIOEIPOEIOSISLT BSOSO OLBOIORGEDS
TOlepNOoNe seeieeerecnesoronseecanscnscscaose
DisalloWances sevseessescesecesoseccossecconnness
D1sbursements siveeecececeececreesosesecennss ceoe
Disciplinary ACtions weoveeseeosscoononcscososess
Discounts
Accounting fOr siivevececeenenscscncnns
On Equipment & Supplies ........
Dismantling, Bulldings suveiieveeeesenereennnnaes
Dismissal on Account of Heat, etC.cesesevoncesces
Dispersal of Agency eeeseesec..
Disposal
Buildings & Grounds .ieseecessscccecesocscess
Classified Communications & Records ....eee..
Equipment & SUpplies cueveveseeecvesescseonnss
Records L IR IR BN AN B O BN B BN B BN BN SN R N N RSNy
Vohicles sevessancecseocencaceccsaononcnsnnes
Disposition of RecCOrdS seveecececeseococacosnsses
Dissemination ..veeescesececseencsesoesnsaceseses
Distribution of Equipment & Supplies c.eeceececesss
Drawings, Building Plans & Specifieation ........
Duties of EmMploYees sevecrecessacsesescoscscocess

SO P ST OPenDsE et

s 8 e s 90 0ae0

IR R NN RN N N NN NN Y

C eSO B NEe st

SN
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File Designation

BUILDINGS & GROUNDS 2

See VEHICLES 6 '

PERSONNEL /~2

ORGANIZATION & MANAGEMENT /~1
Ses LEGAL 2

EQUIPMENT & SUPPLIES 7-3

BUILDINGS & GROUNDS 1-2
BUILDINGS & GROUNDS 5-2
ORGANIZATION & MANAGEMENT 5-1
ORGANIZATION & MANAGEMENT 5-2
BUILDINGS & GROUNDS 5-3
PERSONNEL 13

ACCOUNTING 1~1
RECORDS 2
ACCOUNTING 6-4

See BULIDINGS & GROUNDS 3
FORMS 1.1
PERSONNEL 7

BUILDINGS & GROUNDS 4
COMMUNICATIONS 6-2
ACCOUNTING 3-1

See ACCOUNTING 8
PERSONNEL 4~3

ACCOUNTING 7

EQUIPMENT & SUPPLIES /-4
BUILDINGS & GROUNDS 5-3
PERSONNEL 12~2

ORGANIZATION & MANAGEMENT /-1

See BUIIDING & GROUNDS 5
SECURITY 2~3

EQUIPMENT & SUPPLIES 7-4
RECORDS 2-1

VEHJICLES 13.1

See RECORDS 2

See DISSEMINATION

See EQUIPMENT & SUPPLIES 2
BUILDINGS & GROUNDS 3-3
See PERSONNEL 3
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Reference:
B -

Easements to Property eeseeeccsceccersseencsscnne
Fmergency Planning ...ceccceccoseccsccocrcnceses
Employee Activities & Relations ...ccceennncssse
Fncumbrance of Appropriations ...ccececsscecscens
Endorsements of EMplogees ..cccscecevcossocensscse
Engagenlents ‘-l..'..l....l..l..-.l'....'I.O....O
Entry, Customs, et@, ciceevcecrccecccncsnccscnss
Bquipment & Supplies ceecessseseccsssccccscccess

Security Protectlon of secvevnvsecee.. coeses
Establishment of Office or Functions ...cievc0es
Evaluation (Performance Ratings ) .s.ccececessess
Examinations of Employees .eeceesssscccccesssses

Excess lists of Equipment & Supplies ...ccccevess

Exchanges of Equipment & Supplies .ccevccceeseee
Executive OrderB esieecssesressscscsccccrcsscncass
Exhibits

BUdget eeeececcssscsssocsnscnsnsssassccecnss
EXit InterViews e PP S LOEPBIC NI EIPIS SNSRI SIEITERETSBTTEID
Expediting, Procurement .....cecoceesceccacccese
ExpenditureS cecseeevesssssesessocccccsccccssncs

E@rsss ‘....I..'..‘....Q...‘.-....".l'.'l.....

'~ File Designation

BUILDINGS & GROUNDS 1-3
ORGANIZATION & MANAGEMENT 4
See PERSONNEL 9
APPROPRIATIONS 1

PERSONNEL 15-1

MEETINGS 1

TRAVEL 3

See EQUIPMENT & SUPPLIES
SECURITY 1

See ORGANIZATION & MANAGEMENT 5
PERSONNEL 8

PERSONNEL 15-3

EQUIPMENT & SUPPLIES 7-5
EQUIPMENT & SUPPLIES 5-2
LEGAL 3

APPROPRIATTIONS 2-1
PERSONNEL 17-1

EQUIPMENT & SUPPLIES 4-7
ACCOUNTING 8-3

See TRANSPORTATION 1
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Security Information

Reference ~F- v File Deslgnation

Fecilities (Training) « . « . TRAINING 2

Fair Employment Practices . o ¢« o o « o o« o o « « o P7RSNNEL 12-3
Federal Agencies Coop~ration .« + o o o o o o o o » COOPERATION 1
Fedaral Legis:.ation ¢ & ® % T & & & 9 8 s s 8 % w8 LEG’.A.L 5"1
Federal Regloater « . ¢ « « o « o o o o « » o « o o LEGAL 4-2
Feas, Collection of « o o o « « ¢ « o « » o o o +» o« ACCOUNTING £=5
Fleld, Spac® o ¢« ¢ o o o o o o o o « ¢« ¢ o s s o s BUTLDINCS & GROUNDS ©=-1
Filino Security ‘afepuards o« « w « o o « o » « « o SECURITY 2.4
‘Filiﬂgg’ﬂtemaac"vo .-o..o-.....REEOT‘?.DSB

Fire in Bulldings . . o « « « « o o « o « o o « « BUILDINGS & GROUNDS 2-1
First Aid, TNployses o« « « o o o o s o « o v » « o PFREONNEL 16-2
Foreign

I.baWS & Regulations - s & € 9% o & s e s & & @ LEGA-L 4—"3

Travel o o« « o « o« o o o o a s « o o » o « o TRAVEL 4
TOTIIS o o ¢ « o o s o o o o o s o s o o o o s « o See FORMS
Freight & EXPT€SS « o o s o« o« o o o o o ¢ o o o o RO SHIPMENT 1
Functions, Delegation of e e o o s o s o o o o o ORGANIZATION & MANAGEMENT 5-2
Funds

Accounting fOr « « « ¢ o o o ¢ = o o« o + o o ACCOUNTING

Advance of Punds for Travel « « « « « » o « « TRAVEL 1

Budgets 83 Estimates e & & ¢ ® 8 ® " e 8 * 3 & APPROPRIATIONS 2

Solicitgtion Of ¢ o o o« » s s o o s s o o &« o See PIRSONNEL 5

.‘ I
Sanitized - Approved For R&&#$&°C1R"RDP70-00211R000100350007-4
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Reference ~G- Tile Nesignation
Garbage, Collection & Disposal ¢« o o o o o » « & o o BUILNINGS & CGROUNDS 10-1
Gardening L ] - . . » * L . L ] * - . L L L ] * > L] L] L ] L] BU.UJDINGS & CR(’JUNDS 6
General jccounting Office rxeceptions . . . o o o o « ACCOUNTING 3«1
General Counsel Docislons « « o+ o+ « o « « o o o o o LEGAL 2«3
General Policy o « « o ¢ o o o e« & o o o s o« » « » SECURITY 3
Grading & Landscaping « « ¢« « o o« + o o o « o o o BUILDINGS & GROUNDS 6
Grants,of Reael Property. . . « ¢« ¢ « ¢ ¢ o« « « +» o BUILDINGS & CROUNDS 1-4
Greetings To and From Publi€ . ¢ &« o o o ¢ ¢ o o « PUBLIC RELATIONS 1

« irievances, Employee « « « ¢ » « o « o o o o o o o PERSONNEL 9=6
Guarding Bulldings & Grounds « + o« 4« o o ¢ « « o o BUILDINGS & GROUNDS 2-2

i
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Security Information

Reference File Designation

ne

lt‘h fEml B S, vsasvssasereovsasssssasscvvove PE:RSONNEL 9"7
gzzrin’»:, Buggzzunuuoo-co-'.oooovo;oo-oo-ot.otooc -A‘PmomIATIONS 3
Heating’ EuildingB¢000.qootvc-o-ucoo-v-o;n-o-ct-o BUILDTNG‘: & C‘ROUNDS 10—2
Holid&ya' PoliCiesoltt'O.-I'..ltiltcioctvlvittoov PEELSONPTEL 12-5
Honor Awﬂrdsv.o.oooo.-n-n-.--o'c-o--ooono.ooooooo ORCANIA\'TION&MNAGEI{ENI‘ 2-1
Hm of Du'ty..-...-...-..o-..-....-..-.....-...-. .PEIR-SONNI’:L 12‘:4
Housmg..llé.‘.o.-lo't.'.l.t-'cl.co'.ooo-.'c'v... NATIO}IAL DEF}JNSE 3

COmEErTTTRE™
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Security Information’

Reference ' ) File Deslgnation
. I

Identificatlon Badges.iveeieceseeroceocososcesnss SECURITY 5.1
Identification Cards.eeccecssesescssescaseceessss PERSONNEL 10
Identification of :

Equipment & Supplies...--oa.n.-..novvoﬁnﬂtoo QUIPILNT SUPPLIE’S 5"‘1

VOhicleB. eurverarrnasaresocresoancnscossases VEHICLES 8
Improvement Program, Management.........e.eeeeeee S8@ CRGANIZATION & MANAGEMENT 2
Industrial Mobilizatdon..seeeceeecescoccscnvooses NATIONAL DEFENSE 5
Information

Secm’ity Of..-ooonocooouo-ocoooo-ooo.u-ocooo see SECIE'ITY L
Injury to Employees...cceeveeesesossernosaseasass PERSONNEL 16-1
Inquj'ries’ Audit..0.O...'...'.I.'....C."“...... ACCOUN'IWIHG 3-1
In“service Training.-co.-coo-o-i.-ono-ooooo-oooo- PER3ONNEL 18—1
Inspection

Equipment & Supplies,....eveeveeeceeecneeess EQUIPHMENT & SUPPLIES 4-5

Fleld Management....eeeesseosccoeesareansees ORGANIZATION & MANAGEMENT 3

Safety..'."..l""."ll'l...'..I.I.'Il...‘t‘ PMONBIEL 16-2

Vehicles, iiurssinrereovesceasessecsesenvasse VEHICLES 4
Installation & Use, TelephoneS...eeeseeeeese..o.. COMMUNICATIONS 6-1
Installation (Equipment)..seveeveeenssesnosssesss BQUIPMENT & SUPPLIES 3
Insured Mail...veeiesesncersoeeceoceooseasoncnsess COMMUNICATIONS 2-6
Inter-Agency

Lo&ns’ B'ecordsv"ooooc-.ov.--oooQ-o-too-co- REcmDS 2"'8

Meetings,iouvveereveossoecocncscennsennnsees MEETINGS 2

TranSfer Of Records-'-oooooo-cc-'co--o-o--oc RE’CORDS 2"‘7
Interest, Collection Of..eeevsevencescscacoseness ACCOUNTING 6-6
In‘bamal OI.gaIlizational Unit...o...o-............ OB.GANIZ:‘LTION & IIAIJAGE:‘WM 5‘-3
International

- Cooperation..iviseecerecseccecccnesssocnsesss COOPERATION 2

I%etings.O.Ot'....."l.......'....lt.lb...l. I\E'ETI}IGS A
Inter-Office & Public Address System............. COMMUNICATIONS 1
Interpretations...cvvevererrreccccresncaceneeeess See LEGAL 2
Intra~Agency

Cooperation,...ieeeeececssessaceecensneesees COOPERATION 3

MeetIngs ., ueeieieescnrocnncesasnsnareosoenses 'MEETINGS 3
Introductims.......‘.........'Q...'.‘..'...Q.‘.. PUBLIC k{ELATIONS A
Inventions;-!.....ll"‘l.ll..l."ll!l.....’.O'..C see INIJ‘EEQTI'IO}‘YS
Inventories

Equipment & SuppliesS...eeive.cvecesovecsense EQUIPMENT & SUPPLIES 5-1

Records..-.cqioo-ccooccvooooooocooov-ooccoo. REcmm; 2"'2

Records, Vital Materials,...veeueeeeeseeeess RECORDS 6-1
Investigations

Personnel Recruitment (non security)........ PERSONNEL 15-/

SECUTItY . esurrerecsacencersonccscesnsnanssses SECURITY 5-2
Invitations 10 MeetingS.u.eeveeereooveecancooases MEETINGS 1
Invoices"l...l...‘."O.O..I.Q.'.".l.........‘.I ACCOUNtCmG 12
Issuances, Administrative,...ieeeeevccececssesses ORGANIZATION & MANAGEMENT 1
I Aneraries, sieieeesvecverescessorecancorseesenes TRAVEL 5

CORIIOTRTIAL -
Sanitized - Approved For Releaséo:r@A-RDP70-00211R000100350007-4
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Security Intorma File Designation
- J -

anitized - Approved
Refa?enclelz -. pprov

JOb Description.------'qvc.-'..:-....-.-.-..o-....o Pmsoml, 3—1
JuI‘y Duty-.cotnct'oucnualcoaoo-u-aon-o.-on.o.lbol. PE{TSOE;N";L 6

Justifications, Budgeteereseeeniovernnnnas eoens e oo APPROPEIATIONS 2-2
Justifications, Procurcmentecsecscecscocvess voeeas MQUIPMENT & SUPPLIES 4-1

Security Informatiorn
Sanitized - Approved For Release : CIA-RDP70-00211R000100350007-4
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rity Information

Reference Secu File Designation

-1 -

Landsc&ping. * e s 00 c * BU]'( B ' )
LA A A A 2 R I I I T _JDTJGO & CL Jh S
Laws & ResULabionSeee ceeetornrusrocennnocennnnann Seelju)GA}). 4 o ¢
Leases, Bu.ll.dings & Grounds......ceeivieiiennenass BUTLDINGS & OPOUMDS 1-5
Leave, Policies, HOLlidayS.:«oeeeveeusrvesnennonnnsl PERSONNETL 12-‘-‘5‘.
Legal...:.. ----- L T o-...coo-.-.-.oo;o SGO LECAL
Legislation........... e e eiiiiiieeeaee... See LEGAT. 5
License Plates.everiionerenenennnnnen., reereveneaa V?W«II!’T{»"“H'S
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See COMUNICATIONS 2

See BUILDINGS & “ROUNRS 7

See HLUIPY NT & SUPPLIS 3
YRHICLSS 7 .

See QUPGANITATION £ ¥MNAC 27NT
See TOMG

See Records 4

See CROLNIFA TON & ANAC MNT 1
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See COOTESITTON
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Tile Tesimmation

BUIL:-INGS & GROUNDS 7-1
EQUTFi=NT & SUFPLIES 3-1
BUILDINGS & G:IUNDS 9-3
TRAVEL 4

See ACCOUNTING 9
COITTUNICATIONS 2-3
ACCOUNTING 2«1

RULLDINGS & GROUNDS 1-3
VEHICLES ©

SHIPHMENT 1

See PERSONHEL

PIRSONNEL 12-8

See SECURITY 5

PURLTC RELATIONS 3

o FUILDINGS & GROUNDS 3-3

See ORGANIZATION & NANAGEMENT 5

WEDICAL 1

Seq¢ PERSONNIEL 12
PRINTING & REPROIVUCTION 1
RECORDS 6.2

STCURITY 3

TRATNING 1

TRAVEL &

PTAMONNTL 9=-8
COVEUNICATIONS 2=2
ACCOUNTING 6~2

COM "UNICATIONS 2~3
PUTLDING S & GROUNDS 10-2
ACCOUNTING Q=3

BUILDINGS & GRUUNDS 7
BGUIPMINT & SUrFLIES 3
ECUIPMENT & SUPPLINS 4-3

Sse PRINTING & REPRODUCTION
EQUIPMINT & SUPPLIES 4-7
TRAVEL 7

See ORCANIZATION & MANAGENENT .

ORGANTIZATION & MANAGEMENT 7
COMUUNICATIONS 2~4

MEDICAL 1

See PERSONNEL 12

PRINTING & REPRODUCTION 1
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SO UL e e s settesncenrosneeancessncnsesesse STCURITY 3
Training..........-......-.........-.......TRAIT‘JTNC--].
Vit‘al Recordsyoooo-'ooooonooo--o--o----o.o-RrIjOF?DS 6"2
PrOCUTemeNtasuessesssesstnssressncssasesnroanaasaSee FQUITIFNT & STPPLTTS |
BT iS e ssansanecessnnseconesserassennnnosessSee PORIS 2
Vehiclescoouoo'noooooc-'oco-o-o-oc-ooocaoo.VEHI(«LP)S 10
Prograns (Training)eseseseecesseesseneeosasssnsss TRATNING=3
Programs & Pl&ns................-....-...........See ORG’A”IZATION & I\’ANAGE”E:\:T'—()
Medicalo.ccoouo.oo--o-ncoooc-o.ou.o-o-aotooMF:DICAL"Q
Printing & REProductioNesseessecesssesesses "RINTING & RFEPRODTCTION2
Project Proposals, ConstructioNesesssseseeesesess BUTLDINGS & GROTIDS 3-5
PromOtions..OQl.Ql‘0...‘...0....ll...QOOQOQDOCQOOPERSOI‘VYNFH‘J 13
Property Accountability.eeeeeesescsaseeeesenssessBee BCITPMINT & SUTOLIES 5
PI‘Oper’ty Passeso.co-oocnocooo..--c.ocoooooaoooq-.FQUIPMENT & SUPPIIES S—h
Protection of Duildings & Grounds
From Sabotage & Vandalism,.ueeeeeesosesessoSFOTRITY 1
From Fire & HazardS.vessesssssscessesscsessSee BUILDTHGS & GROUNDS 2
Public Address Sy S eMS e teusetseasconsvessnnenees o COMMUNTCATIONS 1
PUbliCationgesseseeessasesessenerssnscnssonassessSee PUSLICATIONS
Security afceceserssrecserasasecennnenessaoSee SFCTRITY L
Agencyo..u-.-.-.-..-......................PURLICATIQNS 1
Outside OrganizationS.sesececesssesosanesss PUBLICATIONS 2
PUblic Relationsooo-v-oocooeonooooo-.-oo.c-ooooaosee PTI“L-’:C RF:LATI-ONS
Purchase, Buildings & GroundSssseesseesssosessssoBUTLDINGS % GROTNDS 1-7
Pumhase Crders..oDOOO.DOOIOCl.lo.l...l.'...o".QEQIYIWWJ’P & STDPI'IF'S L"'8
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EORMS 2-1

PUBLICATIONS 3
BQUIPMENT & SUPPLIES 4-190
TRAVEL 5
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BUILDINGS & GROUNDS 1-3
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Safehouueoo-nootoooOo.-.oon-n.o.nno----oua-a Sece J;ﬂm—“{ “"‘1,5
Safet o of Enp"ojees........-..-............. See PERSOHNZEL 16
Salaries
Accounting for Taynent ofeve.csssecssss 588 ACCOMNTING 9
Persomnele.ieeeesesesvsccessvesscassess PERSONNEL 3-3
Sale, Bulldings & GrovndSeeesessessesssseeeo DUILDINGS & GROUNDS 5-4
Sales Aubhorlzatinmeesesececvoronsasnsennss BLUIPMILIT & SULPLIZS 7-6
Srlvare of Equipment % SupplieS,eeessssesssoc S0 EJIPGERT & SULFLIES 7
Schedules of
CollectionSosesessenseasoassnnssssssoee ACCOUNTING 6-10
Disbursementsy.esessesescscecaceensnsss ACCOULTING 8-5
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Services, Buildings & Groundseses.ceescusses See SUILDING & GROUNDS 10
Sewage Disnosal TaecllitieSesecesseeeessesncs BUILDIHIG & GROUNDS 4
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Bquipaent & SurplieSee.vevesssses sesss SWUIPMENY & SUPPLIES 6
Vahl“les!o..oloauiocooh.-u-.-‘...--n.o. VEICLES 1?
Sub-Projects, Conairuction.vesvesvesseesesss DUILDINGS ;?OUNDS 2-0
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Sunmariss
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Dishurscmentieseseassseeccsscnnesserees ACCOUNTING 8-6
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SUDPDI €S eeecnesessssasannsssssers vrseseseso O0€ BQUIPHRNT & SUFPLIES 7
Surplus )
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VEhICleSeenerosrnsnsnennnncosnnnseseses S0 VEHICLES 13
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Surveys & Studies
Administrative.iieeceseeeacecosacsssosenosses DRGANIZATICN & YAITAG PTRNT 2-2
DBuildings & Groundsgsesessseoesecasvssncaeses FILDINGS & GROUNDS 1-8
ROCOPGS .+ vsserarsnnanrnasasssnnsssnsensassaes RICORDS 4=1

Suspénsion of Accountsieeeienesiavcsoenrsessonssss ACCOUNTING 3-1

Systema of Accounting.....ovivevicernveesiunseoeas ACCOUNTIEG 11
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Tatles OFf Organize®ioN.esceesseresencossssas ORGANIZATION & MANAGEM=HT 5-6
T&x ExemptiOIlS......-........-.. e sereRCEDNS EQUIP:‘EDNT &‘ SUI'PLIES 4‘12
Telegrams, TelelypeScesosssctescssuvsacnsoes CATMUNITATIONS 5
TelephoNcSessescessascssassssncsssasvsrasovee 508 CODMIICATIONS &

Tests
EnplOYeS.eeeevserverassnncosssnsoasesss PERSUNNLEL 15-3
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